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SCROLL DOWN FOR 
NEXT STEP…

NB: Before submitting your 
assignment, please review 
the file guidelines added at 

the bottom of this document.

Select the assignment you wish 
to submit from the course 

homepage.
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SCROLL DOWN FOR 
NEXT STEP…

Select to add your submission. 
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Drag and drop your assessment 
file/s to upload your submission. 

OR

Select Files from Folder
**Click here**

1
2 Save Changes

SCROLL DOWN FOR 
NEXT STEP…



SCROLL DOWN FOR 
NEXT STEP…
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Your assignment has not yet been 
submitted! 

Proceed to ‘submit assignment’

If you have forgotten to upload a file, 
or want to edit a file, you can do so 

before submitting here.
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Agree to the disclaimer 
statement

SCROLL DOWN FOR 
NEXT STEP…

Then select ‘Continue’
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This page shows 
a successfully 

submitted 
assignment. Your 

trainer will be 
immediately 

notified of your 
submission for 

grading.
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You will receive an email once your assignment has been graded,
Either click on the link within the email to access your results, or you can see the results link from 

your ‘My Courses’ Homepage 

Marked as ‘Done’, review your feedback

Marked as ‘Failed‘ (Further evidence required)
**Click here**

SCROLL DOWN FOR 
NEXT STEP…



Marked as ‘Done’, review your feedback

SCROLL DOWN THE PAGE TO SEE 
YOUR FEEDBACK AT THE BOTTOM

Trainer Name

Feedback from Trainer on your 
assessment submission 
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Marked as ‘Failed’ (Further Evidence Required)

SCROLL DOWN THE PAGE TO SEE 
YOUR FEEDBACK AT THE BOTTOM

SCROLL DOWN FOR 
NEXT STEP…
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Marked as ‘Failed’ (Further Evidence Required)

Review the feedback from your trainer as to what you need to fix, 
add, or amend in your assignment.

Then scroll back up the course page to re-submit

SCROLL DOWN FOR 
NEXT STEP…
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If you have access to your previously submitted files, make your 
changes, then upload ALL files again via a new attempt. 

**Click here for steps**

SCROLL DOWN FOR 
NEXT STEP…

If you do not have access to your previously submitted files and 
would like to download your last submission to fix and re-submit. 

Scroll to next page
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Click on the previously submitted files to download. 
Then make your changes, save documents and re-

submit.

**Click here to re-submit.**

1

2
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You can upload files individual by 
selecting the folder icon, and 

then locating your file for upload

1

2

SCROLL DOWN FOR 
NEXT STEP…

3

REAPEAT STEPS 1 – 6
FOR ALL DOCUMENTS YOU WISH TO UPLOAD

4

5
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8

Wait for all files to upload

Once all file icons are displayed, the 
upload has finished. 

Save Changes
RETURN TO PAGE 4 FOR 

NEXT STEP…

7



File Guidelines

Submission upload limit Total submission cannot exceed 500MB

File Formats Accepted Document Files: ppt, pptx, xls, xlsx, doc, docx, csv, zip, pdf, 
txt, open office

Photo formats: JPEG, JPG, PNG

Maximum File uploads 12 Files per task submission

Group Submissions All files to be uploaded for each team member. In your 
submission, include the name of each team member on the 
top of each document or within file title.

Video Files We recommend sending a link or file via filemail.com 
directly to your trainer rather than uploading video 
submissions to moodle to meet size restrictions.

https://www.filemail.com/
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